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Self Service My Workplace
Module 4, Chapter 2
Accessing My Employee Information

Introduction The Manager ‘My Workplace” module provides managers with the ability to

view their employee(s) employment-related information. The following

pages provide a brief overview of the ‘My Workplace, My Employee
Information’ functionality.
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Accessing ‘My Workplace’

After logging into the Defense Civilian Personnel Data System (DCPDS) Portal, select

‘My Workplace’, = My Ermployes Information  function to view your employees’
information.

W@ & @ Once Applications Home Page I i

@ Department of Defense

Fa

| My Workplace il
i {3 perforraance Appraisal snplicationTEas) |
My Ermployes Information |

Lindata My Inforrmatinn

Figure 1

The screen displays all employees that are supervised by the top level manager. In this
example, the 1% Level Supervisor supervises the employees listed below her name. To
view information related to an employee, select the employee name.

My Employee Information

View/Print all Ermployee Ernergency Contact]
Yigw Joint Duty Assignrent §

Appunhnent Position Personal Salary Awards and Bonuses Performance  Personnel Actions Suspexlées

Grade/Pay Assignment Assignment  Assi
o Focus Name Bosition ) Organization Band Job Status StartDate  End|
1% Level "
; 1* Level Supv
Supervisor
00000000 INSTRUCTOR. 513549.NGAR AGR REGIONAL TNG SITE  MC-47 Active 01-1ul-2010
Empl Name MAINT - MN Assignment
NGARWTXTAA O1
Erol Na 00000000, INSTRUCTOR/WRITER.513551.NGAR. AGR REGIONAL TNG SITE  MC-47 Active 20-Mar-2010
pl Name MAINT - MN Assignment
NGARW7XTAA 01
00000000.INSTRUCTOR. 513548.NGAR AGR REGIONAL TNG SITE  MC-47 Active 29-AUg-2007
Ernpl Name MAINT - MN Assignment
NGARW7XTAA 01
00000000, INSTRUCTORWRITER 505153.NGAR.AGR REGIONAL TNG SITE  MC-47 Active 29-Mar-2010
Empl Name MAINT - MN Assignment
NGARW7XTAA 01
00000000.INSTRUCTOR. 505131.NGAR AGR REGIONAL TNG SITE  MC-47 Active 15-Dec-2004
Empl Name MAINT - MN Assignment
NGARW7XTAA O1
00000000, PERSONNEL NCO.SO0B786NGAR. AGR ~ REGIONAL TNG SITE  MC-47 Active 01-2ul-2007
Empl Name MAINT - MN Assignment
NGARW7XTAA 01
Emol N 00000000, INSTRUCTOR 505122.NGAR.AGR REGIONAL TNG SITE  MC-47 Active 29-Aug-2007
mpi hame MAINT - MN Assignment
Figure 2
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Accessing ‘My Employee Information’ — General Information

The GENERAL INFO header not only displays the employee’s current position but in
addition, allows you to view/print employees’ and subordinate supervisor’s employees’
emergency contact information’. This information is accessible from any tab selected.
Select the View Emergency Contact Info and View Joint Duty Assignment Info links, to
view available information.

@ Department of Defense

My Employes Information >
GENERAL INFO: The information is current as of today's date.

Organization Job

Pasition Grade/Pay Band

Total Pay Step or Rate

Email Address Office Symbol
View Emergency Contact In
View Joint Duty Assignment In

°
Figure 3

Make the appropriate selection when the ‘File Download” window appears. For this
example, the ‘Open’ button was selected.

File Download

Do you want to open or save this file?

Iﬂ{: Name: Emergencyﬁontadpdf
|k Type: Adobe Acrobat Document
From: bart.depds.cpms.osd.mil

~a

[ ~ Open ][ Save ] L Cancel J

‘While files from the Intemet can be useful, some files can potentially
harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

Figure 4

After selecting the ‘Open’ button, the ‘Emergency Contact: Receipt’ file displays with
your employees’ and your subordinate supervisor’s employees’ emergency contact
information.
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Emergency Contact: Receipt
Contact Infermation

Manager Name: Supervisor Last Name, First Name

"For Official Use Only - Privacy Act Sensitive Information "

Employee Name |Employee 1

KKK

KOAXO00K

KOO0

STREET #, NAME, CITY, STATE, ZIP, COUNTRY

\ Name@email.com

Contact# 1

| Phone | 1 _ - N

"Notice: FOR OFFICIAL USE ONLY - this transmission contains material covered by the
Privacy Act of 1974 and should be viewed only by personnel having an official "need to
know". If you are not the intended recipient, be aware that any disclosure, copying.
distribution or use of the content of this information is prohibited. If you have received this

communication in error, please notify me immediately by email and delete the original
message.”

Figure 5
Show/Hide Information

Show

A “Show” link displays when additional information is available. Select

) open the folder and view the additional data.

Appointment = Position Personal Salary Awards and Bonuses Performance Personnel Actions

_
\ Details Effective Date iGradef Pay Band IStep or Rate
& Zhowe 01-Jul-2010 MC-47
Figure 6
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Hide

. . . . 2 Hid
Once you finish viewing the information, select * to close the folder.

Details Effective Date ;ﬁradelpay Band IStep or Rate !Job
—> e otun MC47 AGR
 Employment 'Fule Part-Time Hours Biweekly
Pay Rate Determinant WGl Due Date
Figure 7

Information Tabs - The following is a list of tabs with associated information.

Appointment Tab contains your employee’s current appointment information.

Position Personal = Salary Awards and Bonuses Performance Personnel Actions

Details Effective Date [Grade/Pay Band |step or Rate pob
Zdide 01-Jul-2010 MC-47 AGR
Work Schedule Part-Time Hours Biweekly
Pay Rate Determinant WGI Due Date
WGI Pay Date Last Equivalent Increase
Key Emergency Essential Empl Tenure
Annuitant Indicator ml Date Arrived Personnel Office
Assignment NTE Start Date et steet Aol Assignment NTE Date
Leave Without Pay Start Date Leave Without Pay End Date
Sabbatical Start Date Sabbatical End Date

Email Address

Retained Grade Details : .
Date From Date To Retained Grade Retained Step or Rate Retained Pay Plan Retained Pay Table ID Retained Pay Basis Temporary Promoti
Mo results found.

- Figure 8
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Position Tab contains your employee’s position information.

Appointmel ersnnal Salary  Awards and Bonuses = Performance - Personnel Actions

Effective | H Grade/Pay i {Target DOffic
Details Date Position |Organization Band 1ob [Grade isym
01-Jul-2010

Supervisory Status Work Schedule

Part-Time Hours Biweekly Pay Basis

FLSA Category Bargaining Unit Status

Pay Table ID Position Sensitivity

Security Access PRP/SCI

Payroll Office ID Supervisory Diff Eligibility

Position Occupied Language Required

Drug Test Training Program ID

Key Emergency Essential Intelligence Position Ind

LEO Position Indicator
Language Details

Language Identifier Proficiency Level Reading Proficiency Speaking Proficiency Listening Proficiency Writing Proficie

No results found.

Figure 9

Personal Tab contains your employee’s specific personal information.

Appointment  Position ((Personal Jalary Awards and Bonuses Performance Personnel Actions

Details Effective Date

Wiew Jojnt Dub

01-Jul-2010

SCD Leave

Agency Code Transfer From
Yeterans Preference for RIF
Appointment Type

Current Appointment Authority (1)
Previous Retirement Coverage
SCD RIF

5CD Special Retirement
Military Recall Status

Uniform Service Component
Retirernent Grade

Exception Retirement Pay Ind
Frozen Service

Date Conversion Career Due
Date Recmd Conversion Due
Date Prob/Trial Period Begins

Service Obligation
Service Obligation

Accessing My Employee Information

DCPAS

Date Last Promotion

Veterans Preference

Yeterans Status

Reserve Category

Current Appointment Authority (2)
SCD Civilian

SCD Retirement

SCD SES

Date Retired Uniform Service
Uniform Service Designation
Military Retirement Waiver Ind
Creditable Military Service
Date Conversion Career Begins
Date Recmd Conversion Begins
Date YRA Conversion Due

Date Prob/Trial Period Ends

Start Date

Figure 10
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In addition, you can View Employee Education Information, View Employee Training
Information, View Certifications/Licenses Information, and Update/View Tele-work
Eligibility Information.

Service Obligation
StartDate - - End Date
View Eraployes Tt
Eeruﬁcaums/mlnformhm ' Vigw Certificationsiicenses Infor
Telework Eligibility Information ‘ UpdateView Telework Eligihilite Infor
Figure 11

Salary Tab contains your employee’s pay-related information.

My Emp]oyee Information >
GENERAL INFO: The information is current as of today's date.

Organization Job
Position Grada/Pay Band
Total Pay Step or Rate
Email Address Office Symbol
View Ernerge
Wiew Joint Duty
ary )wards and Bonuses  Performance  PersonnelActions
Details Effective Date Basic Pay ' Locality Pay Adjusted Basic Pay Other Pay  TotalPay  Locality Percentag
Supplemental Earnings v
{Selsct 2 supplemental earring from the fist)
Figure 12
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Awards and Bonuses Tab displays your employee’s award and bonus information.

M]{“Emp‘l‘xﬁ»y’ee Inforrmation >
GENERAL INFO: The inforrmation is current as of today's date.

Organization . Job
Position . Grade/Pay Band

Total Pay Step or Rate
Email Address Office Symbol

View Emergenc
Wiew Joint Duty A¢

Appointment  Position Personal Salary (Awards and Bonuses. Performance  Personnel Actions

Bonus Details

Assignment Number Bonus Type Bonus Amount Expiration Date
No results found.

ICE MyBiz ICE PAA VI FAQ Homa Logout

Figure 13

Performance Tab displays your employee’s performance éppraiSal information.

@ Department of Defense

Mj Emplayée information >
GENERAL INFO: The information is current as of today's date.

Organization Job
Position Grade/Pay Band
Total Pay Step or Rate
Email Address Office Symbol
Wiew Erm
Yiew Joint £
Appointment  Position Personal  Salary  Awards and Bonus el Actions .
Details Appraisal Type Rating of Record Date Effective

No results found.
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Personnel Actions Tab displays your employee’s personnel action information.

@ Department of Defense

M‘y‘érﬁb!‘é}e’e Information >
GENERAL INFO: The information is current as of taday's date.

Organization Job

Pasition Grade/Pay Band

Total Pay Step or Rate

Email Address Office Symbol
Vizw Emerge
Yiew Joint Duty

Appointment = Pesition Persninal Salary - Awards and Bonuses - Perform
Eh . Stttk SRR SR o et R b, AEERA RS 2 R e e o R A & .

Select Effective Date First NDA *  First NDA Description Second NDA Second NOA Description Update HR Con

_No results found,

JCE BAAYVI FAQ Home Logout Help

Figure 15

Overview

Management Reports

My Workplace, Management reports allows managers to view and generate “canned”
reports about their workforce. For the purposes of this guide, the focus will be on the
newly added View Management Reports function.
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£2 Favorites

o

5
3
g
g
£

Performance Management and Appraisal -
My Emplovee Information
Update My Information

Suspenses

Apply Action(s) to Multiple Employees
Manage Trusted Agent Authorization
Competency Profile

CI¥ Fill Request Status

) (1) (0 () () [0

(I [0 @

o
=]
[
‘g
3
Ll
bl
[}
3
&

Wiew Management Reports

Vieye Performance Management Reports
! Views Previous Requests

Figure 16

1. The = View ManagementReports fynction allows managers to “View” and

generate 9 “canned” reports about their workforce:

TINDepartment of T defense

rMonagement Reports

9
“canned”
reports

Progr=ns Monse
Appraisals Report

Soscards Report

Furliough Infaormation Report

AN

Leawe Report

Orrganizaticonal Rost=er Report

Security Roster Ra2port

Special Pay Report {Local HMaticonals2
Suspense Report

Telsverork Report

Figure 17

Important: This report will provide data for employees who are currently in your Self

Service Hierarchy up to 4 organization levels down.

2. In addition, by selecting [:g] Views Performance Management Reports
can view and generate the following reports.
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Search and Select: Report Name

| cancel | | select|
:

Select a field to 'Search By'. Next, enter a value in the text field. Partial searches must begin with the first fevw characters of
the search field follovwed by the '96’; e.g.. Smi% or 022%. The most common naming convention for Full Name is last name,
first name, and middle initial. For best results, enter Iast name followed by the % and firstname followed by the %, e.g.
Smith%John%s. Select the "Go" button. Select the ‘Quick Select' icon next to your selection.
Search By 'Erbgram Name ~ [°% ﬁj
[BRCSEESI e s e S U S LS o S S N T R M os T Y e |
Closeout Performance Evaluation Status Report (Rating Official) - DCIPS CIVDODHR
Interim Review Status Report (Rating Official) - DoD CIVDODHR
Interim Review Status Report (Rating Official) - NG CIVDODHR
Interim Re\‘/iev\/ Status Report (Rating Official) - NSPS CIVDODHR
.Nlidpc;lnt .Review Status Report (Rating Official} - DCIPS CIVDODHR
"Performance Appraisal Status Report {Rating Official) - DcD cﬂ’DODHR
Pérformance Appraisal Status Report (Rating Official) - NG CIVDODHR
Ferformance Appraisal VStértus Report (Réting Official} - NSPS CIVDODHR
ﬁerforménce Evaluation Status Report {(Rating Official) - DCIPS VCIVDODHVR
ééﬁarmaﬁce Plan Status Repox;t (liating Ofﬂéial) - DCIPS CIVDODHR
Performance Plan Status Report (Rating Official} - DoD ) CIMDODHR
Pérfo‘rménce Plan Statué Report (Rating Official} - NG CIVDODHR
Performance FPlan Status Report (Rating Official} - NSPS TIVDODHR

Figure 18

3. Finally, by selecting Bl View Previous Requests , managers can view previously

completed report requests. In the example below, the Appraisals Report is
available for selection since it was previously submitted.

N Navgator v B Favontes w ICE My Biz ICE My Performance FAQ Home Logout

Requests

Refresh Button: Select to update the Phase of the process execution

Details lcon: Provides a summary that includes, hut not limited to name of repor, status, phase, request ID and parameters
Qutput lcon: Review report information

To exit this page, select the '‘Cancel’ button or seiect 'Logout' to exit the system.

_Refresh |
" Appraisals Report Completed = & 3575164
gncd ;

Figure 19
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View Management Reports

1. After selecting 'S View Management Repotts fynction, the Management Reports
page contains 9 reports:

M Nadgator v 83 Favontes w ICE My Bz ICE My Pedormance. FAQ Home

Logout

Management Reports

{ ancel | | View Previous R

Appraisals Report Appraisals Report =3
r‘;wards Repert i Aweards Report ,@
Fudm:\gh Information Repert Furlough Information Repeort &
Leave Report Leave Report B
Organlzaﬁcrfal Roster Report ' Organizaticnal Roster Report {g
Security Roster Report Security Roster Report B
Special Pay Repcﬁ {Local Haticnals) Spedial Fay Report {Loca! Hationals) i
Suspense Report Suspense Report 3
Telewerk Report Telewerk Report 2

hd i

Figure 20

Important: This report will provide data for employees who are currently in your Self
Service Hierarchy up to 4 organization levels down.

2. To view/generate a report, identify the report and select “Go”. In this example,
Leave Report is selected.

g

e et e et

s s

Figure 21

3. After selecting Go, the Confirmation page displays. This report will provide data for

employees who are currently in your Self Service Hierarchy up to 4 organization levels
down. Select Submit to continue.
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i Navigator v 2 Favortes v ICE My Biz ICE My Performance FAQ Home Logout

E% Confirmation
This report will provide data for employees who are currently in your Self Service Hierarchy up to 4 organization levels down. To continue, select 'Submit' button.

Figure 22

4. After selecting Submit, the Requests page displays.

iCE My Biz ICE My Performance FAQ Home Logout

1 Nawgator v B2 Favortes ¥

Requests

Refresh Button: Select to update the Phase of the process execution
Details Icon: Provides a summary that includes, but not limited to name of report, status, phase, request ID and parameters

Qutput lcon: Review report information

To exit this page, select the ‘Cancel’ button or select 'Logout’ to exit the system.

Refresh |
Leave Report Pending 3575199
“Cancel |

Figure 23

5. Select the Refresh button until Phase column displays Completed.
6. Once Completed, select Output.

ICE My Biz ICE My Pedormance FAQ Home Logout

1 Nadgator v 2 Favorites ¥

Requests
Refresh Button: Select to update the Phase of the process execution
Details fcon: Provides a summary that includes, but not fimited to name of report, status, phase, request 1D and parameters

Output fcon:  Review report information

\'o exit this page, select the "Cancel’ button or select ‘Logout’ to exit the system.

. status [name } [Phase :
Completed =] &3

Leave Report
Figure 24

Details | output | Request ID
3575199

ICE My Bz ICE My Pedormance FAQ Home Logout

7. Once Completed, select Output to view Leave report.

O Naagator v B2 Favortes »

Requests
Refresh Button: Select to update the Phase of the process execution
Details icon: Provides a summary that includes, but not limited to name of report. status. phase, request ID and parameters
Output icon: Review report information
To exit this page. select the ‘Cancel’ bution or select 'Logoul’ to exit the system.
T
|{Phase i Details { ou! | Request ID
3575199

Status |[Hame
Completed =

Leava Report
Figure 25
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8. After saving file, Open to view generated Leave report.

Report Name : Leave Report

58047 LN MOORFOH7 CEOQI CEOI
£1481 APPR 62271 01
67333 APPR 62271 01
67897 LN WJIBNSS WJBNSS EBR
3850 TECH K61CFS7Q 168100
26934 APPR WEINMFLXQ ENRA UENM
539316 APPR F80RFMCY NGBKD DEAMS
7795 APPR TAQ000 CBE
35774 APPR 62271 01
35775 APPR 62271 01
27349 APPR WETMFLXQ ENSI UENSI
41289 APPR 62271 01
42200 APPR 62271 01
42204 APPR 62271 01
42207 APPR 62271 01
42201 APPR 62271 01
42202 APPR 62271 01
42209 APPR 62271 01
43151 APPR 62271 01
43152 APPR 62271 01
42203 APPR 62271 01
40897 APPR 62271 01
66563 APPR FCILF2NV SVXA SVK 2012 0 4325 0
59650 APPR 62271 01
14513 APPR 62271 TEST EC
14410 APPR 62271 TEST Ccs
14300 APPR 62271 TEST 2313
52911 APPR 62271 01
42332 APPR 62271 01
37344 APPR 62271 01
38914 | APPR_ | 827l 0
Figure 26

9. To exit this page and add another report, select Cancel to return to the main
navigation page.

0 Nawgator v B3 Favortes v ICE My Bz ICE My Performance FAQ Home Logout

Refresh Button: Select to update the Phase of the process execution
Details lcon: Provides a summary that includes, but not limited to name of report, status, phase, request I and parameters
Output icon: Review report information
To exit this page, select the 'Cancel’ button or select ‘Logout' to exit the system.
Refresh |
: Status iname |phase i Detzils | Output Request D
L Leave Report Completed B & : 3575199
Figure 27
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10. From the main navigation page, you can generate other reports by following the
process above.

82 Favorites ¥

N
=
)5
N
=
g
=
o
=
-
g
(=]
m

i) () () ) (D ) (A ()

Performance Management and Appraisal
My Employee Information

Update My Information

Suspenses

Apply Action(s) to Multiple Employees
Manage Trusted Agent Authorization
Competency Profile

CIV Fill Reguest Status

Management Reports

View Management Reports

View Performance Management Reports
@ View Previous Requests

Figure 28

Congratulations, you’ve completed the My Workplace, Management Reports process.
To access more Self Service related training information, to include simulations, log into
Self Service (https://compo.depds.cpms.osd.mil/) and select “Help”.
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